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" TABLE 20.2" 'CONTINUED:

Function Name Description How to Use It

WEEKDAY .. .- Convert a serial date value to Useful in formulas in which yoir
{serial_number) . aweekday _ want to calculate paydays or due .
. o : ' dates. The result is 2 number
from 1 (Sunday) to 7 (Saturday).
Format the result using the
“ddd"” or “dddd” format to see -

the results as a day of the week. 3

HOUR{serial_number) Convert a serial time value to Useful when you need to

MINUTE(serial_number} its hour, minute, or second separate the components of a

SECOND(serial_number} time entered in a cell—to
create a list of all starting times

for a golf tournament, for
example, grouped by hour.

You'll find an interesting collection of special-purpose date and dme formats in the Analysis
ToolPak, 2n Excel add-in. EOMONTH{TODAY () 8}, for example, returns the last day of the cur-
rent month—a useful caleulation when warking with payments that are due an the last day
of the month. (Change the second argument to 1 to return the last day of next month, or -1
for the previous month.} Other date/time functions in the Analysis ToolPak include woRK-
DAYS and NETWORKDAYS, which are useful when you're calculating project timelines. To install
the Analysis ToolPak, click your Office button and then click the Excel Options button to
open the Excel Options dialog box. Click to display the Add-ins group. At the bottom of the
window, select Excel Add-ins in the Manage drop-down list box and click Go. Excel opens
the Add-ins dialog box, telling you the add-ins that are carrently available to you. Click the
Analysis ToolPak option and click OK. If the add-in isn’t currently installed (and it obviously
won't be inidally), Excel will offer to install it. Click Yes to begin the installation.

LOOKUP AND REFERENCE FUNCTIONS

The 18 functions in the Lookup and Reference category are intended for use with lists and
tables. HLOOKUP and VLOOKUP, for example, are designed to help you track down specific infor-
mation in a table—by row or column—based on the contents of a cell that contains another
value to use for comparison. (LOOKUP, which sounds like a simpler version of both functions,
is included only for compatibility with other spreadsheet programs and is not recommended
for use with Excel.) MATCH, INDEX, and OFFSET are other functions in this category that are
useful for reference tasks, such as locating informadon in tax tables.

"The syntax of all these functions is hideously complicated and rarely worth the effort. If you
must add this type of funeton to a worksheet, do yourself 2 favor and use the Lookup
Wizard, an Excel add in specifically designed to penerate these formulas with minimal effort
en your part. For example, if you store a list of part numbers, product names, and prices in an
Excel table, you might want to create a data-entry area ac the top of the tble that lets you
enter a specific part number and quickly look up the corresponding product name and price.
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FINDING THE RIGHT FUNCTION

Before vou can use the Lookup Wizard, you have to install it. Click your Office button and
then click the Excel Options button to open the Excel Options dialog box. Click to display
the Add-ins group. At the bottom of the window, seleet xcel Add-ins in the Manage drop-
down list box and ¢lick Go. Excel opens the Add-ins dialog box, telling vou the add-ins that
are currently available to you. Click the Lookup Wizard option and click OK. If the add-in
isn't currently installed (and it obviously won't be inisially), Excel will offer to install it. Click
Yes to hegin the installation,

Depending on your Office 2007 installation, Excel might require that you insert your
Office 2007 installation DVD (or CB), or perhaps you can point the installer to a network
installation point i you're running an enterprise-style network.

After installing the wizard, you can use it to create lookup formulas that work properly
without any debugging.

The worksheet in Figure 20.10 contains one such lookup forniula. You enter a part number
in cell A2, and Fxcel finds that value in the corresponding column in the list below, reads
across to the value in the Price and Product Name columns in that row, and displays the
results in cells C2 and D2, The formulas in cells C2 and 132 that actually perform the
lookup are fairly complex, including nested MATCH and INDEX functions.

Figure 20.10

Use the Lookup
Wizard to add the
data-entry cell (A2)
and lookup formulas
{QandD)toa
worksheet.
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To add a lookup formula to a worksheet that contains a list, start by creating the list itself.
You nust include a header row that contains column labels for each field in the list, and the
first columnn must consist of unique values that serve as row labels. The data does not need
to be sorted in any order. Leave several blank rows at the top of the list to allow room for
placing the lookup cells. After verifying that the list is arranged properly, follow these steps:

If you plan to create a lookup form an a worksheet, position it above the list or on a sep- ‘
arate sheet. If you position cells that contain the formula and parameters alongside or |
|

below a list, you could accidentally hide or erase them when you filter ar delete recards.

1. Select the entire range that contains the list, including the header row. (Although this
step is not required, it’s easicer to sefect this range before running the wizard.)

§ 615 !




616 § CHAPTER 20 USING FORMULAS AND FUNCTIONS

Click to display your Formulas ribbon. The Lookup button should appear in the
Solutions group at the far right of the ribbon. (If this button is not available, you need
to install the Lookup Wizard first, as described earlier in this section.) Click the button
to run the wizard. In the first step of the wizard, verify that the entire list is selected; if
necessary, adjust the selection. Click Next to continue,

In the next step (see Figure 20.11), choose the

Lankup Wizard - Tlap Zofd |

name of the column that contains the value e ek coma e valas o fred?
] 'E' . LI ) 1 Zelact the column labael,

you want ta look up~in this case, Product

Name. At the bottom of the dialog box, select

Protuct Hame
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any row from the drop-down list. Because this ) T

value will appear in an input cell, the exact B
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value doesn’t matter, Click Next to continue.
Which row contains tha valuas ta find?
Select the row daba. o

Specify that you want ro copy the formula and

lookup parameters to your worlksheet, as | a7

shown in Figure 20.12. et

Follow the wizard’s prompts to position lookup Figure 20.11
formulas and related cells on the worksheet.
The first value the Lookup Wizazd produces is

Laghup Wizasd - Stap 3 of 4

the label over the lookup column; it goes in The Lootun Vizard tan daplay the fesultin b dfferent forns.
1. The second value is the one you'll change '

later to lookup values; in this case, it goes in € oy fist the forma to a snge cell
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Repeat steps 2-3 to add the formula thar

i { Productiiame 157558 Boltit, 200 pes |
looks up information for other columns, For '

example, to look up information in the Price : v | e T [
columnn, create a foolap fornwla and add it wo
cell C2. Figure 20.12

Add just the lookup formula to your worksheet when you want to perform a different
fookup in every sow of your table. For example, a golf tournament coordinator might
keep a fist of each player’s current handicap on one warksheet. Using a list on a separate
worksheet for each tournament, the coordinator could enter the date, the player's name,
and the raw score in the first three columns. A lookup formula in the fourth column of
every row would find the current handicap on the other worksheet, based an the mem-
ber's name in the first column. Use an additional calculated field to figure the net score
by subtracting the looked-up handicap from today's scare.

MATHEMATICAL CALCULATIONS
Given Excel’s extensive mathemacical capabilities, its only narural that the list of worksheet
functions includes 60 mathematical functions. Several handle advanced trigonometry calcula-
tions (COS, TAN, SIN, ACOS, ATAN, and ASIN, for example), and the PT function displays the value
of pi to 15 dectmal places.




